
[University Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: state the purpose of the letter, briefly introducing 

the topic or issue at hand.]  

[Body paragraph(s): provide more details, background information, and any 

relevant context. Include any important dates, figures, or consequences 

if applicable.]  

[Closing paragraph: summarize the key points, reiterate any actions 

required or next steps, and thank the recipient for their attention.]  

Sincerely,  

[Your Name]  

[Your Title]  

[Department Name]  

University of Arkansas  

[Contact Information]  

[University Website] 


